The Meadowbrook School M

Job Title: Business Office Coordinator

Reports To: Head of School & The School Board

Job Description: The Business Office Coordinator to oversee the school’s financial and

business operations. This role is a key member of the administrative team and supports the
school’s mission by ensuring sound financial practices, efficient operations, and excellent service
to staff, families, and vendors. The Business Coordinator is responsible for budgeting, financial
reporting, tuition management, accounts payable and receivable, payroll coordination, and
long-term financial planning. This individual works closely with the Head of School and Board to
develop and monitor the annual budget, ensure compliance with all regulatory and audit
requirements, and maintain accurate financial records.

Employment Type & Schedule:

[J Full-Time
[J Summer

Financial & Business Operations

e Manage all accounting functions, including accounts payable, accounts receivable,
payroll, collections, and 1099 reporting

e Oversee annual audits and coordinate with external auditors

e Prepare financial reports for the Finance Committee and Board of Trustees

e Monitor budgets and support financial planning initiatives

Human Resources
e Manage onboarding for new employees

e Administer employee benefits and serve as a point of contact for HR-related
questions

Operational Support
e Handle insurance renewals and related documentation
e Respond to vendor and parent inquiries in a professional and timely manner
e Assist school administration with daily operational needs

Collaboration & Governance



The Meadowbrook School M

Work closely with the Finance Committee and present financial information at
meetings
Provide regular financial updates and reports to the Board of Trustees

Education & Qualification Requirements

Bachelor’s degree in Accounting, Finance, Business Administration, or a related field
required

Minimum of 3-5 years of experience in financial management, accounting, or business
operations, preferably in a school or nonprofit setting

All employees must complete the required clearances to work in a school setting
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